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LANL Property Removal Forms 

 
I. Purpose: 

This document provides direction for filling out LANL property removal forms for 
travel or residence purposes ONLY when the Property Administrator is not 
available.   
 

II. Cautions and Hazards: 
None.  
 

III. Requirements: 
• Access to LANL website 

 
IV. Procedure: 

A. Property Removal Form (PRF) for  Foreign Travel Purpose 
1. Get a list of property, including crypto card, which will be taken on travel.  

List must include LANL property number and complete list of software 
that is on property. 

2. Have a copy of the traveler’s itinerary. 
3. Access online form 237-r Property Removal Request Form on the LANL 

website. 
4. Fill out the form completely.  Make sure that the proper program codes 

are filled out.  All overnight locations from itinerary must be listed on the 
PRF. 

5. Once form is complete, attach the itinerary and complete list of software 
to the PRF and proceed with getting the appropriate signatures.  (i.e. 
Property Custodian, Group Leader and Property Administrator) 
NOTE: Easiest way to get complete list of software is to click on 
the start button on the employee’s computer.  Highlight the 
programs, make sure that double black arrows are clicked to show 
all programs that are installed on the computer, press print screen 
button twice, then paste into either word or paint.  See Attachment 
1 for a sample screen image. 

6. Once all the signatures are received, PRF with itinerary needs to be 
forwarded onto the Customs Office for approval. 

7. The Customs Office will prepare all necessary paperwork for the traveler 
to carry with him/her while on travel.   
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8. Once the paperwork is complete, the Customs Office will forward 

everything back to the traveler (see Attachment 2 for examples of 
packet). The traveler will need to print out two copies of all the 
paperwork.  One copy needs to be kept with the traveler, and the other 
copy needs to be forwarded to the Team Administrator. 

9. The Team Administrator will store a copy of PRF in appropriate file.  
B. Property Removal Form (PRF) for Residence Purposes for Non-Exempt 

and Contract Employees 
1. Get a list of property that will be taken to residence.  List must include 

LANL property number and complete list of software that is on property. 
 

2. Complete a memorandum to justify why employee must be able to work 
from home.  Memorandum must state that the employee is in complete 
understanding of restrictions of the agreement to work at home.  Follow 
Review & Recommendation Checklist for HR Generalists as a guideline 
of what is to be expected in the memo (see Attachment 3). 

 
NOTE: Memorandums will be in a different format and contain 
different information depending on if employee is non-exempt 
regular UC employee or a contractor employee (see Attachment 4 
and 5). 

 
3. Access online form 237-r Property Removal Request Form from LANL 

website. 
 

4. Fill out the form completely.  Make sure that the proper program codes 
are filled out.   

 
5. Once form is complete, attach memorandum to PRF and proceed with 

getting the appropriate signatures  (i.e., Property Custodian, Group 
Leader and Property Administrator). 

 
6. If employee is a contractor, make sure that once you have the approved 

memorandum and the appropriate signatures from Property Custodian, 
Group Leader and Property Administrator forward onto the Contract 
Administrator for final approval.  

 
7. Once all the necessary signatures are received, one copy of both PRF 

and the memorandum needs to be given to the Property Administrator, 
one copy to the employee and one copy to the Team Administrator. 

 
8. The Team Administrator will store a copy of PRF in appropriate file.  
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C. Property Removal Form (PRF) for residence purposes for Exempt 

Employees 
1. Get a list of property that will be taken to residence.  List must include 

LANL property number and complete list of software that is on property. 
 
2. Access online form 237-r Property Removal Request Form from the 

LANL website. 
 

3. Fill out the form completely.  Make sure that the proper program codes 
are filled out.  Also, make sure that the justification page on the PRF is 
filled out, which appears on form 237-r when the exempt and property to 
residence options are selected. 

 
4. Once form is complete, proceed with getting the appropriate signatures  

(i.e., Property Custodian, Group Leader and Property Administrator). 
 

5. Once all the necessary signatures are received, one copy of PRF needs 
to be given to the Property Administrator, one copy to the employee and 
one copy to the Team Administrator. 

 
6. The Team Administrator will store a copy of PRF in appropriate file.  
 

D. Requesting Pre-Printed Cryptocard Access Numbers 
1. Access the EIA page from the LANL website. 
 
2. Click on ICN Registry. 
 
3. Select “Main Menu” option. This will prompt you to log in using your 

cryptocard. 
 
4. Once you are logged in, select “Password List” under the 

“Authentication Accounts” heading.   
 

5. Will ask for number of passcodes to generate, make sure that you 
account for each time that you might need to log in. Will also ask for 
length of time before passcodes expire.   

 
6. Rules, expiration date and instructions will appear.  You may want to 

keep a copy for yourself.   
 

7. Print passcodes list.  Keep the list protected at all times. 
 

V. References: 
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None. 

VI. Attachments: 
1. Sample screen shot showing installed software. 
2. Sample of Approved PRF packet for foreign travel. 
3. Sample of Review & Recommendation Checklist for HR Generalists. 
4. Sample Memorandum for UC non-exempt employee. 
5. Sample Memorandum for Contractor Employee. 

 
 
Attachment 1: Sample screen shot showing installed software 
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Attachment 2: Sample of Approved PRF packet for foreign travel 
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Attachment 3: Sample of Review & Recommendation Checklist for HR 
Generalists
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Attachment 4: Sample Memorandum for UC non-exempt employee 
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Attachment 5: Sample Memorandum for Contractor Employee 
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